DOWNLOADING THE FASCLASS TUTORIAL FROM THE WEB

1. From the FASCLASS homepage click on Help in the blue menu bar.
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To begin, move the mouse over one of the menu items in the
gray menu bar, as an example FASCLASS, to reveal the sub-
menu item choices. Click on the desired menu choice.

Fully Automated Syster for Classification (FASCLASS) is a centralized database at HQDA that gives
access to active position descriptions and position related information throughout Army. Access is
restricted according to user privileges assigned

If you have any suggestions, please E-Mail us with your comments.

E

E

&7 Done l_’_|‘ Internet

iffjstart |J o & |J CINER... | Teleg. .

o, | ifrest .. | Eotm...| wemoc... | Evitps... | Elormy...| Ehe 1. | re 1 |[Eirasc..  [BEBE euran



2. Click on Get Tutorial in the left hand window.
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Fully Automated System for Classification (FASCLASS) is a
web-based automated position classification records system,
which has been implemented at all 10 Army regional Civilian
Fersonnel Operations Centers (CPOC). FASCLAZS is a
centralized system maintained at HQDA, The application
autormates position descriptions (PD's), provides a searchable
automated Master File of PD's, maintains automated records of
competitive levels and competitive area logs, an archive function,
ahility to search Army wide, a multiple sort feature, an advance
search feature and the incarporation of the current PD Library
within it's database. Currently 163 540 PD's are available in
FASCLASS,

PD Library is an electronic position description library, which
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3. Click on the Get Tutorial in the right hand box to start downloading the
tutorial. This file is compressed into a Winzip file. You can get the Winzip
extractor, if you don’t already have it, by clicking on the icon as indicated.
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The FASCLASS Tutarial has been compressed into a Winzip
file, if you do not have Winzip on your computer click the link
below to download a free Winzip extractor.
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4. A window will open asking if you want to open the file or save it to disk. Make

sure the Save this file to disk is checked and click OK
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5. You will be prompted to designate the destination for the file. Make sure
you note this location, because you will need to access it later to execute the
tutorial. Click on Save.
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6. The file will start downloading to the destination drive you have indicated. The
file should take less than 5 minutes to download, depending on your connectivity.
You can monitor its progress in this window.

3% of fastutorial.zip Completed -10] x|

&

Saving:
fastutonal.zip from cpzfc.belvoir. army. mil

[]]
E stimated time left: 2 min 51 zec [1.19 MB of 41.2 MB copied]
Diowwnload to: C:Awork A FASCLASSIAT .. Maztutonal. zip
Transfer rate: 239 KBS ec

™ Cloze thiz dialog bax when download completes:

Hpen [Mpen Eolder | Cancel I




7. Once you have finished downloading the zipped file, open your Explorer
and go to the folder where the file is located. Double click on the file

“fastutorial’
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8. The WinZip window will open up. Click on “Extract”.
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9. This window requests the destination to extract the files to. There are 68 files;
place them in a folder by themselves. You can search your folders by clicking on
the button to the right of the address box.
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10. Click on the desired destination folder and it will appear in the address box.
Click Extract.
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11. The files will begin to extract to the designated folder. When they are
finished you will be returned to the WinZip window. Just close it.
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12. To run the tutorial, in Explorer go to the folder where the files were extracted.
Double click on the fasclasstutorial icon. You can also drag this icon to the
desktop to create a shortcut if you will use the tutorial repeatedly.
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